Managing Your Account
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Account Maintenance
1. Open your web browser and navigate tottps://citizenaccess.clarkcountynv.gov/CitizenAccess/
2. Login to your account. Please see tlmginsection for details on how to login.

Resetting Your Password
LT &2dz F2NHSG &2dzNJ LI a8462NRX Of A0l 2y 4aLQ@S FT2NH?2

I've forgotten my password

You will be sent an email with your user name and a temporary password. Log into Accela Citizen
Access with yourtemporaggk 3 a4 6 2 NRX @&2dz2Qf f 6S Fa{1{SR (G2 OKz22a$sS
sensitive.

ACAMenu Bar
You are logged intdCA

Announcements Logged in as:anissa88 My Folders (1)¥ ™ Cart (0) Reports (17) ¥  Account Management Logout

Building

Records
To submit a QAA, select Amendment under the Action column.

Showing 1-10 of 100+ | Download results | Add to My Folder | Add to cart

1. Click omrAnnouncements; To view notifications

Announcements
Showing 1-2 of 2

Date Title Content Action
1112902017 BD17-54285 Electrical Re-Tag Department of Building &mp; Fire PreventionPermit is attached.&nbsp; Delete
Permit Issued Inspection must be scheduled and approved within 180 days of issuance
1112902017 BD17-54287 Water Heater, Permit Department of Building &amp; Fire PreventionPermit is attached.&nbsp; Delete
Issued Inspection must be scheduled and approved within 180 days of issuance
< >

2. StatusLogged in as: anissa8@&howswhichaccount is logged into ACA
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https://citizenaccess.clarkcountynv.gov/CitizenAccess/

3. Click onVly Folders-You can create #lders sort and place records

m Building Comprehensive Planning Fire Prevention Public Response Office Public Works

‘W Cart (0) Account Management Logout

Announcements Logged in as:anissaB8] My Folders (1) ¥

Clark County Citizen Access

Need help? Click on the Citizen Access Knowledge Base for the latest process and department updates as well as many helpful
guides for using our online functions.

My Folders

This is a list of your folders. To manage a folder, click the folder name link.

Showing 1-1of 1

Date Modified Name Description Number of Records

04/16/2020 Test E Delete

4. Click onCart-View any items in your shopping cart
5. Click onAccountManagement- To view account detailspanagel 2 y i N> OG a X ¢ NXza d

6. Click onLogout- To bg out of ACA
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Add a Contactto your Account

1. Once in Account Maintenance, scroll down the page to the Contact Information. Click Addhe
Contactbutton.

Contact Information

Download resulis

Showing 1-10f 1]

First Name Middle Name  Last Name

Organization ‘Organization -
Contact Type Statug Action

Name
Actions v

Suzanne Holden Individual Approved

< 2

2. Select your contactypefrom the drop down box and click on tli&ntinuebutton.

Select Contact Type x

Individual: Use First and Last Mame fields
Organization: For Companies and Businesses, pleaze fill out the
Organization Mame and Organization Contact Mame fields

*Type:
I
--Seledt—

Individuzl
Crrganization
m Discard Changes

3. Complete the contact information, click on theld Address Informatiorand complete the address
information.
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Contact Information

Caontact Info

*Organization Name:

Organization Contact Name

Home Phone: *Business Phone:  Mobile Phone: Preferred Channel:
| —Select--

*E-mail:

First: Middle: Last: Suffix:

Company Name

*Individual/Organization:

I ‘Organization

w Contact Addresses

Add Address Information
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Contact Address Information

Please add a Business Mailing Address for Business Licenses. This address will be verified when applied.
For all other departments, add a Mailing Address as this can be required when creating an application.
Home address is optional.

* Address Type:

Business Address &

Home Address
Mailing Addrass

Address Line 2:

*City: * State: *ZIP Code:
I NV
Country/Region:

United States

Save and Close Save and Add Another m Discard Changes

4. Click theSave and Closeutton., 2 dzQf f NBOSA GBS | O2y FANXNI GA2Y

successfully.
To edit a contact address, click the address link.

«" Contact address added successfully.

Dl massionen 4 A ~F 4
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5. Clickthe Continuebutton.

Contact Information Add a

Download results

Showing 1-2 of 2
. - ‘Organization Organization .
First Name Middle Name  Last Name Name p Contact Type Status Action
Actions =
David Individual Approved
Actions =
Suzanne Individual Approved
L4 >

Add a Delegate

1. Each person in your agency that interfaces with Clark County will need their own account. They will
be known as a delegate.

2. Once in Account Maintenance scroll down the page to the Delegates section. Click/aidthe
Delegatebutton.

Delegates

People who can access my account

None

People whose account | can access

None

3. Accela account manager must send an invite to each delegate.
a. Assign delegate rights
b. Delegate must log in and accept an invitation
4. Delegatesan have varying degrees of control and power for the organizatidmend Records
means that the person can submit Revisions to permi&anage Documents means that they can
upload digital plans and specifications. Create Applications means that#émegpply for permits
from their office or start applications online and then come into the County to finish the
application.

5. Complete the Add a Delegate form. Click onIthete a Delegatebutton.
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Add a Delegate

Enter the name and e-mail address of the person to whom you would like to grant delegate access to your account.

*Name *E-mail Address

Set Delegate Permission
Delegates can view records across all categories unless you choose fo resirict them fo specific cafegories.

View Records in all categories (Change)

For the following permissions, the available categories are limited fo the ones thaf you have granted the delegate access to view
records.
oCreate Applications in all categories  (Change) _ﬂ N ) ]

1 D r Permits

e Renew Records in all categories  (Change)
eAmend Records in all categories  (Change)
aManage Inspections in all categories  (Change)

a Manage Documents in all categories  (Change)

@Make Payments in all categories  (Change)

Add Personal Note

Enter the words below

ol o]

Invite a Delegate Cancel
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Clark County's Citizen Access Portal - Delegate Request inbox x

Clark County Clark accelagiciarkcou ov via clarkcountynv.onm com Nov 21 (8 days ago)

B somons |

This emall was generated because Anissa Simmons would like to add you as a delegate to their Clark County Citizen's Access Portal account.

Testing process

As a delegate, you will be able to create and manage applications on behalf of Anissa Simmons. In addition, you may be able to review and request inspections, upload documents, renew
and amend records, and make payments on the behalf of Anissa Simmons, based on the permission that have been granted to you.

Please log into your Clark I izen Acces (hitps clarkooy v govicitizens C 2 px) Delegate requests can be accessed under Account Management >
Delegates where you can accept or reject the request. If y eated an account, you will nee ing the email address this email was sent to).

This email was sent from a notification only address that cannet accept incoming email. Please do not reply to this message.

Delegates Add a Delegate

'eople whio can access my account

Yone

eople whose account | can access
ooy irices e uras)

Invitation received on 1172172017

Accept Reject

- You have the ability to Add or Remove access to your delegates
Delegates Add a Delegate

People who can access my account

mail.com) View Invitation
Add a Delegate

People whose account | can access

I, 1< are £om) Actions

Last accessed account on 11/21/2017 View Permissions

Remove
Accela Citizen Access | Copyright 2016
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Trust Account Information
1. Youcan view your Trust Account/s online.
a. , 2dz2NJ ¢NHza G ! OO02dzy ik a
you to view them oHine access.
b.'ye IRRAGAZ2YIf dza SNA
by our staff as well.
c. Coming Soon:

i. The ability to deposit funds into your trust account online from your ACA

account

K @S G2 0 Sstafffoallgv] SR

7

ii. Trust Account Statememwill be emailed monthly

2. Viewing Trust Accounts:

a. Trust Accounts are viewed in the Trust Account Information area: Account Id, Agency,

Balance, Status and Ledger Account information is displayed.

Trust Account Information

GKFiG &2dz 61 yi

02

Showing 1-3 of 3 | Download results

| Account ID Agency Balance Description Status Ledger Account Action
BDAnissa CLARKCO $5,107,065.37 g‘g‘;iﬁfw"“’ Active 7430.904]1130]1130530000] 280200
BDFPAnissa_1 CLARKCO $5,999,906,524.43 Anissa Test Active 7430.904]1120|1120530000[280200
BDFPAnissa_New CLARKCO $6,001,495,554.00 Anissa Test Active 7430.904]1120|1120530000[280200
<
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3. Click on theAccount IDto view detailed account and transaction information

Announcements. pged in as anissaBd My Folders (1)v i Cart (1) Account Management  Logout

Clark County Citizen Access

~
Home o Trust Account Details

User Guide
Building
Batance: 56 x
Comprehensive R
Planning
Fire Prevention Account 1D & en
Descripton: Ar

Public Response
Office Ledger Account 7430 &

Public Works
e Associated Address

< >
o Associated Parcel

Parcel Number Lot Block Subgivizion Owner Address

< >
0 Associated People

Licanse
Type ISt Middle Last ...t Address2 Phonel Phone2 Fax E-mad Ucense ¢ ration  Country/Rey
el PR | Pose
6534 (302)
Contact Anssa Green FOOTHILL ass anssats@hotmad com Untted State:
Bavo e,
388 LS o
Contact Anssa Green VEGAS 85 arvssas8@notmad com Untea State:
BVDS 5888

< >
o

Payment Chent Receipt Target Account
TransOste  TransType  Records  LoPoe Reterance s LoeT R = Trans Amount
FP18.00055-

01262018 PAYMENT ot Cash 527000
CU262018  PAYMENT FP1B0UOT  Cash 9000
DIDM2018  PAYMENT FPIT56956  Cash 518000
DUD42018  PAYMENT FPIB0011S  Cash 45000
12152017 PAYMENT FP17.56956  Cash 527000
12152017 PAYMENT FPI756783  Cash 59000
12152017 PAYMENT FP17.56053  Cash s2/000

< >

Acceta Ctizen Access | Co
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Trust Transaction s
1. You may download the Trust Account transactions details into an Excel spreadsheet.
a. Click on thebownload resultsto download to Excel

Transactions

Showing 1-7 of 7 | Download results

Payment Client Receipt Target Account
Trans Date Trans Type Record # o Reference # o = Trans Amount
01/26/2018 PAYMENT 535?00055- Cash $270.00
01/26/2018 PAYMENT FP18-01407  Cash $90.00
01/04/2018 PAYMENT FP17-56956  Cash $180.00
NAMAMNAD MAVIICKT CH40 N4 4N ek S AREM NN

b. Results ar@isplayed in Excel
FILE HOME IMNSERT PAGE LAY OUT FORMULAS DA T A RENIEWW WIEW

- - -
[ 6 Cut Calibri 11 -] A A
E= Copy -

B~ == Wrap 1

= _=—= 3= -*—* Merge

¢
b
I
I

:'Elvste " Format Painter B = u - .
Clipboard = Font = Alignment
o - j;: Trams Date
B B C ] E F ] H

| ITranS I::Iatz_ITranﬁ Type Record # Payment ! Reference Client Rec Target Acc Trans Amour
3/5/2018 vOID PAYI BD128-1041 Cash 556.57
3,/5/2018 PAYMENT BD1S8-1041 Cash 556.57
3,/1/2018 WwOID PAY| FPLE-0138 Cash S90.00
HEHHEEEE WOID PAY BD18-069 Cash S61.88
HEFHHEEHE PAYNMENT BD18-069: Cash S61.88
HEEHEESEE PAYMEMNMT FPLS-0138 Cash S180.00
HEHHEEEE PAYNMENT FPLE-0138 Cash S90.00
HESHHEEEE PAYMENT BDL1E8-034L Cash S56.57

2. Trust Account Monthly Statement€oming Soon
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License Information
1. You may add professional license(s) to your public user account by clicking the Add a License
button. Your professional licensegill needto be validated by the agey before you can use it.

2. Select the License Type

3. 9y GSNJ GKS {dFrGS [AOSy&S bdzyo6SNJ 69y i SNJI SEFOilte
4. Click on the=ind Licensbutton

5. The license information is displayed, in the Action column clickCthenect and Popup Window

Ad RAALI 2SR a52 &2dz glyd G2 |aa20A1KGS GKAAa A
Adding a License:

License Information

Showing 1-1 of 1
License Number  Type Business Name Action
_ Contractor - Connect
L 4 >

Search Again »

13| Page



6. Message will be returned saying that your license has been successfully addra fmiblic user
account and will be in a Pending state

License Information

You may add professional license(s) to your public user account by clicking the Add a License bution. Your professional license(s) may need to be validated by the agency before you can use it

Showing 1-1 of 1 | Download results

State License # License Type

0000010 Contractor

Contact Information

Showing 1-7 of 7 | Download resuits

Issued On

Expired Date

06/30/2019

Status

Pending

Add a License

Country

United States

Add a Contact

7. The license has to be approved/validated by our internal staff, which can-48 Bdurs. Once

complete you license status will show Approved.

License Information

‘You may add professional license(s) to your public user account by clicking the Add a License button. Your professional license(s) may need fo be validated by the agency before you can use it.

Showing 1-1 of 1 | Download results.

State License # License Type

0000010 Contractor

Contact Information
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Issued On

Expired Date

06/30/2019

Status

Approved

Action

Actions v

Add a License

Country

United Stales

Add a Contact



Manage Contacts on a Submitted Application/Permit
1. Login andSearchfor the permit number and seledhe Amendmentbutton
NOTE: To add a person to your permit, they MUST first be an existing customer (contact) in the
Clark County permit system i.e. they must have an ACA account.

0 | :

Permit/Approved Listing BD20-03264: Add to cart
Add to My Folder

Residential Building New SFR Tract Home
Permit/Complaint Status: Permit Issued

Record Info Payments Conditions e

A notice was added to this record on 07/15/2020.

Work Location

Contractor Project Description:
NEW SFR LOT 110
VADA INC
owner:

» More Details
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2. The Select an Amendment Type screen is displesadet AddPeople to Application

Building

Search Q- ‘
Select an Amendment Type
Choose one of the following available amendment assistance or to apply for an amendment type not listed below please contact

us.

Continue Application »
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3. Thelnformation Window iglisplayedand you can seleethich contactyou need toupdate,
Applicant/Contact or addan Additional Contact
4. You anchoose&lectfrom Accountor useLook Up

5. Inthis example we have usé&klect fromAccount
a. oContactaddedsuccessfullymessages displagd and dck Continue
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